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Users may now access the Statement of Earnings and Leave (EARN) and the IRS

Form W-2, Wage and Tax Statement, data via the Reporting Center which is available
through a link under the Application Launchpad on the National Finance Center’s (NFC)
Web site atvww.nfc.usda.gov he Statement of Earnings and Leave and the W-2 Wage
and Tax Statement reports are available on the Workforce Reports menu within the
Reporting Center. Entry instructions for executing these reports and sample output report
are displayed in the attachment to this bulletin.
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Security

Security access must be requested for users not currently using the Reporting Center.
Current Reporting Center users may need to request additional access if they do not
currently have access to the Workforce Reports menu and access to sensitive data. Thes
requests should be sent by your agency NFC Security Officer by e-mail to
nfc.securityofc@usda.gar by fax to 504-253-5798This request must include the
following information:

s User name, social security number, and user ID

s Department name, agency name, and agency contact telephone number

s Application Name (Reporting Center)

s Menu Name (Workforce Reports with access to sensitive and detail data)
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Procedures

The Reporting Center procedure is being updated to include the information in this
bulletin. To view and/or print this procedure, go to NFC's home page and cliBkubse&
Forms icon. At the Pubs & Forms page left-hand menu, dlick by System Acronym
then search for Reporting Center on the list provided.

Inquiries
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For questions about policy/regulations, contact your Agriculture Payroll/Personnel User
Group (AGPUG) representative or Committee for Agriculture Payroll/Personnel System
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(CAPPS) representative. Please refer questions about the Reporting Center to Customer
Support ab04-255-52300r via e-mail atustomer.support@usda.gov

At e A

MARK J. HAZUDA, Director
Government Employees Services Division
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Statement of Earnings and Leave

To run the Statement of Earnings and Leave report:

1. Log on to the Reporting Center from the Application Launchpad on NFC’s Web site at
www.nfc.usda.gov

2. On the Reporting Center menu, select the Workforce Reports menu.

3. On the Workforce Reports menu, select the Statement of Earnings and Leave report. The
Statement of Earnings and Leave report (windo¥idgre 1) is displayed.

Ermploy Social Security Hurmber:

Figure 1. Statement of Earnings and Leave report (window 1)

4. Complete the Employee Social Security Number field as follows:

Employee Social Security Number Type the 9-digit social security number of the
employee for whom you want to run the report.

5. Click [Done]. The Statement of Earnings and Leave report (windo@ige 2) is
displayed.

Ermmplovee Social Security Murmber:

Payrall Pay Period:

Figure 2. Statement of Earnings and Leave report (window 2)

6. Select the Payroll Pay Period field and use the scroll bar to select the applicable pay period
for the report.

7. Click [Done] .The applicable year and pay period are displayed in the Payroll Pay Period
field.

8. Click [Go]. The Earnings and Deductions Statemneigtire 3) is displayed.
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Figure 3. Statement of Earnings and Leave report (with criteria)
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W-2 Wage and Tax Statement

To run the W-2 Wage and Tax Statement report:
1. Log on to the Reporting Center from the Application Launchpad on NFC’s Web site at
www.nfc.usda.gov
2. On the Reporting Center menu, select the Workforce Reports menu.

3. On the Workforce Reports menu, select the W-2 Wage and Tax Statement report. The W-2
Wage and Tax Statement rep@igure 4) is displayed.

Ermployes ! al Security Hurnber: 9999999939

Year: 2003

Figure 4. W-2 Wage and Tax Statement report

4. Complete the fields as follows:

Employee Social Security Number Type the nine-digit social security number for
the employee whose W-2 you are requesting.

Year - Type the year of the W-2 that you are requesting.
5. Click [Go]. The employee’s W-2F(gure 5) is displayed.

EMPLOYER'S NAME, ADDRESS, AND ZIP CODE EMPLOYEE'S NAME, ADDRESS, AND ZIP CODE
Wages, tips, other compensation [2 Federal income tax withheld
3 Social security wages 4 Social security tax withheld
5 Medicare wages and tips 6 Medicare tax withheld
EMPLOYER'S 1D 72-0564834 EMPLOYEE'S SSN $
8 Allocated tips 9 Advance EIC payment 10 Dependent care benefits |12 Taxable life insurance 120 401K TSP 12E 403B TIAA
s H § S § s
12P Moving allowance NT  [I3 Statutory Retirement Third Party 14A Moving allowance taxed |14B NT Health benefits f14C COLA
| Sick Pa
[

S Employee an § §
5 State/Employer's State IDF [16 State wages, tips, etc]17 State income tax [18 Local wages, tips, etc. [T9 Local income tax [20 Locality name/Localif
S § 5 S

Dﬁaartmem of the Treasury-Internal Revenue Service Copy B - To be filed with employee’s OMB No. 1545-0008
FORM W-2 Wage and Tax Statement 2004 FEDERAL tex return

Figure 5. Employee’s W-2



